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Proposal Preparation

Research Administrator's Reviews 
• Assist PI/ faculty with proposal
• Ensure completeness prior to UFIRST routing 
• IDC, cost share, required documents
• Consult DCP Research Manager as needed

Requesting a 
reduced IDC waiver?

Does the proposal 
include cost-share?

Did you submit to the 
sponsor prior to DCP & 
DSP review & approval?

Did you miss DCP 9 
AM or DSP 9 AM 

deadline?

DCP Approval: Route in UFIRST by 9AM, 
2 business days before sponsor deadline

• Request waiver via a formal letter using the template
• Obtain approval from unit Chair/Director via Ad hoc
• Attach approved document & obtain Ad hoc approval 

from DCP Assoc. Dean for Research
• Obtain Ad hoc approval from Stephanie Gray

• Request cost share via a formal letter using the 
template

• Obtain approval from unit Chair/Director via Ad hoc
• Attach approved document & obtain Ad hoc approval 

from DCP Assoc. Dean for Research

This is a non-compliance issue!
• Request waiver via a formal letter using the template
• Obtain approval from unit Chair/Director via Ad hoc
• Attach approved document & obtain Ad hoc approval 

from DCP Assoc. Dean for Research
• Submit the UFIRST proposal file

This is a non-compliance issue! 
• Submit petition via a formal letter using the template
• Obtain approval from unit Chair/Director via Ad hoc
• Attach approved document & obtain Ad hoc approval 

from DCP Assoc. Dean for Research
• If 9AM DSP deadline is missed, obtain Ad hoc 

approval from Stephanie Gray
• Submit the UFIRST proposal file

DSP Review & Approval: Route in UFIRST by 9AM, 
1 business days before sponsor deadline

• Contact your Level 1 Approver at least 1-2 business 
days before submission to ensure timely review and 
approval.

• Be proactive! If your assigned approver is unavailable, 
immediately reach out to their designated backup.

• As deadline approach, walkover approvals may be 
necessary; plan accordingly.

Best Practices

• Obtaining internal approval does not guarantee that 
DSP will accept the request (e.g., IDC waivers or cost 
sharing) or the proposal if it is submitted to the 
sponsor prior to required approvals or after the DSP 
deadline has passed.

• PIs should use the template provided on our DCP 
website for the required formal letter.

• Research Administrators should assist in obtaining 
the required ad hoc approvals (Level 1, Level 2, and 
DSP, when applicable) as part of efforts to reduce the 
administrative burden on faculty and project teams.
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Review & Approval Workflow
(UFIRST Proposal Submission)

Is PI ineligible?

• Request waiver via a formal letter using the template
• Obtain approval from unit Chair/Director via Ad hoc
• Attach approved document & obtain Ad hoc approval 

from DCP Assoc. Dean for Research
• Obtain Ad hoc approval from Stephanie Gray

YES

No

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmy.dcp.ufl.edu%2Fdcp-content%2Fuploads%2F2026%2F06%2FFA-Waiver-Request-Template-06112026.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmy.dcp.ufl.edu%2Fdcp-content%2Fuploads%2F2026%2F06%2FCost-sharing-Request-Template-06112026.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmy.dcp.ufl.edu%2Fdcp-content%2Fuploads%2F2026%2F06%2FPetition-for-Late-proposal-Submission-Request-Template-06112026.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmy.dcp.ufl.edu%2Fdcp-content%2Fuploads%2F2026%2F06%2FPetition-for-Late-proposal-Submission-Request-Template-06112026.docx&wdOrigin=BROWSELINK
https://my.dcp.ufl.edu/regulations-and-policies/administrative/
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fmy.dcp.ufl.edu%2Fdcp-content%2Fuploads%2F2026%2F06%2FIneligible-PI-Request-Template-06112026.docx&wdOrigin=BROWSELINK
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